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EXAMPLES OF WORK : (continued)
Provides consultative concerningdirect services the 
pharmacyprogram to local offices for eligibilityworkers, 

and Termsupervisors, administrators as well as Long
Careandregionalstaff. 

MINIMUM QUALIFICATIONS: Possession of a Louisiana license to practice pharmacy
plus either of the following: 

1. Fouryears of experience 8:s a licensedpharmacist. 

2 .  Two years of experience :in professionalconsultative 
pharmaceutical work. 

/ 
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STATE OF LOUISIANA 
d e p a r t m e n t  OF CIVIL SERVICE B1 

P . O .  BOX 94111, CAPITOL STATION PR 

145690 BATON ROUGE,  LOUISIANA 70804-9111 6/3/86 

I FINANCIAL AND COMPLIANCEAUDITOR 3 

the examples of work given at. intended only N illustrations of the various m e r  of work performed in 
positions allocated t o  this job. The absence of specific statements of duties does not exclude those 
tasks from the position i f  the work is similar. related or logical assignment of the polltion. 

FUNCTION OF WORK: 

LEVEL OF WORK: 
~~ ~ 

SUPERVISION RECEIVED: 

SUPERVISIONEXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

examples OF WORK: 

To performaudits or audit reviews of financialrecords 
andstatements of entities receiving government fundsto 
ensure legitimate use of fundsandto determine compli
ance with applicable rules,regulationsandlaws. 

Advanced journeyman--complex. 

General from aFinancial and Compliance Auditor or other 
manager or administrator of higher level. 

Projectover Financial and Compliance Auditors or other 
fiscal personnel as assigned. 

May be used by all agencies and departments. 

Differs from Financial and Compliance Auditor 2 by re
sponsibilityforreviewingthe work of private or govern
mental auditors. 

Differs from Financial and Compliance Audit Supervisor by
theabsence of responsibilityfordirecting all compliance
audits of adepartment or large region and the absence of 
supervisory responsibilities. 

Reviews reports of examinations of private and/or govern
mental entitiestodeterminethatfinancialoperationsand 
statements comply with laws, and conregulations,
tracts/agreements 

Examines reportsand work papers submitted by Financial 
and Compliance Auditors to ensureaccuracy of work and 
adherencetostandardsandtoidentify problems ; ' pre
pares reports of findings for supervisory review. 

Confers with examiners to documentfinclings, obtain 
additional information, to answer questionsand to resolve 
questions or problems. 

Confers with administrators, and governmentalprivate
auditors,vendors,providorsandothersregarding audit 
findings and settlement /payment agreements. 

Makes recommendations for additionstoauditprocedures
manual: participates intraining demonstrations for new 
t y p e s  of audits or new procedures. 

Conducts audits in unusual  situations or t o  obtain spe
cialized information, 
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minimumQUALIFICATIONS: Any of the following will qualify: 

1. Twelve semester hours inaccountingplusfouryears
of professional level experience in accounting or auditing. 

semester hours2. Eighteen in plusaccounting three 
years of professionallevelexperienceinaccounting or 
auditing. 

3 .  Twenty-foursemester hours inaccountingplus two 
years of professionallevelexperience in accounting or 
auditing. 

Graduatetraininginaccounting may besubstitutedfor 
therequiredexperience on the basis of thirty semester 
hours for one year of experience. 

4 .  Possession of aCertified Public Accountant’slicense. 
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FUNCTION -OF'WORK:' 

-c- . .-.----. 

LEVEL OF WORK: 
. ~ - .  . -

SUPERVISION RECEIVED: 
. i .  

, ... 
: :'s. 

LOCATION OF WORK: 

JOB distinctions 
. - -.-- .- . . . . - ..- 

e '  
- _ - _ _  . - .-

EXAMPLES OF WORK: 

<-

6 
I!J 

L U  w 111 < 
t- '' ' Lq*n o c 1 

P 

To superviseanddirectactivities 
and ,Certification Surveyors. 

Supervisory. 

Broad direction from the 
AssistantDirector. 

of a group of Licensing 

LicensingandCertification 

Department of Health and Human Resources; Office of the 
Secretary. 

differs from Licensing Certification Directorand Assistant 
byabsence of overall managerial responsibilityfordirect
ing the functions and activities of adivision. 

Differs from LicensingandCertificationSurveyorsbythe 
presence of supervisory duties. 

Plans andsupervisesproceduresandsurveyoperations
forthelicensingand/orcertification of healthandsocial 

facilities t o  determine compliance with statecare and 
federal regulations. 

L .  

Reviews reportsandresults of surveysfordetermination 
of proper action' -da t ive  tolicensingand/orcertification 
of facilities. 

Consults with prospectiveowners,architects,engineers 
and administrators standards inrelative requiredto 
construction of .facilities. '..(;i*'..:5 .  I .I . 

and pertainingAdvises consults with administrators to 
licensingand/or Certification procedures , policies and 
regulations. 

Works closely with andcoordinatesprograms with other 
stateagenciespertainingtolicensingand/orcertification 
activities. 

Supervises,coordinatesandreviewsoverallsurveyactiv
professional andities of specialized consultantsgeneralist 

surveyors. 

(over) 



. .-..>. j 4 ...E . - . . . . . .  

, .  . 

MINIMUM QUALIFICATIONS: 

. & ...... ..... ,.. ... 
n o t e :  -. 

t 

. .  -
Formulates- ' o r  'supervises -preparation of recommendations 

- .regarding _ _licensingand/orcertification of providers of 
ge.rvicesr;jlc:.I.ior.~ L ~ l l ~ , . - ~ ~ ~ c r r . ,  

. . 
Raw..,years ~ of professional level experience in hospital or . 
nursing home administration,publichealthadministration, 
nursing,pharmacy, - dietetics, medical technology, . social 
services, or in . relatedprofessionsinthehealthand 
social care industry. -. . . . . . .  :.,.... ..- . . . . .  ,- - . . . .  

Selectivecertificationin an individualfield may bere
quiredfor some positionsto conform with federal'stan
dards. 

. . 
. . . . .  . .  - . - - - .  

. .  . . . . .  c . .  . . 
. . .  
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FAMILY SECURITYPLANNINGSUPERVISORI 
The example. of work given ere intended onlyu illustrations of Ch various types of work performed in 
positions allocated t o  thio job. The absence of specific statements of duties doe0 not exclude those 
tsks from the poricion i f  the work io .hilar. related or 8 logical assignment of the mition. 

FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISION RECEIVED : 

SUPERVISIONEXERCISED: 

LOCATIONOF WORK: 

JOB DISTINCTIONS: 

EXAMPLESOF WORK: 

To providesupervisionoveraunit of Family Security
Consultants in planningPlanning engaged policy and 


activities. 


Supervisor--first line. 


General from a Family Security planning Manager. 


Directlineover Family SecurityPlanningConsultants. 


Department of Health and Human Resources: Office of 

Family Security. 


Differs fromFamily SecurityPlanningConsultantbythe 

presence of supervisory responsibility. 


Differs fromFamily SecurityPlanning Manager byabsence 

of responsibilityfor management of the PlanningSection. 


Servesas first linesupervisor 'over astaff ofOFS Plan

ningConsultantsinthecoordination,development,issu

anceand review of policies andproceduresin compliance

with stateand federal laws andregulations. 


Assigns programs
subordinates and policies for review 
andenhancement. 

Maintains andinsuresthatsubordinates maintain liaison 
with agencies to provide policy ]promulgation assistance. 

duties assignedPerforms ordinarily to Family Security
PlanningConsultant. 

years of professional experienceMINIMUM QUALIFICATIONS: 	Four level in social 
services or planning and program evaluation. 

SUBSTITUTIONS: 	 A master'sdegreeinthe social or behavioralsciences will 
substitute for one year of the required experience. 

A 
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STATE PLAN UNDER TITLE XIX OF THE SOCIAL SECURITY ACT ATTACHMENT 1.2-C 

MEDICAL ASSISTANCE PROGRAM 


STATELOUISIANA 


BUREAU OF HEALTH SERVICES FINANCING JOB descriptions 


Support Staff: 


The BHSF utilizes several clerical positions to provide administrative 
support for the implementation of the Medical Assistance Program. Examples
these positions include: typist clerk,administrative/executive secretaries, 
and administrative services assistant. Some of the functions associated with 
these positions areas follows: 

Typist Clerk: Sets up and types
a wide variety of materials;

compiles data for reports; prepares timesheets,

purchase orders and requisitions supplies; may

utilize a computer to enter or retrieve 

information and collates files. 


Admin. Secretary: 	 Composes and types correspondence about 

administrative matters and general office 

policies; anticipates and prepares materials 

the supervisor, for conferences etc.:may

perform administrative functions such as payroll

preparation, travel reports and may take 

responsibility over clerical or student worker 

personnel. 


Executive Secretary: 	 Composes and types correspondence involving

complex and nonroutine :matters; may establish 

appointment priorities or reschedule 

appointments; summarizes content of incoming

materials, specially gathered data and briefs 

supervisor regarding important issues or 

conflicts; advises supervisor regarding the need 

for revisions in administrative procedures and 

policy; and may type contracts, secure 

appropriate signatures, and track contracts 

through the approval process. 


Admin. Services Analyzes and prepares detailed reports on 

Assistant: any phase of organizational activity, including


endations for revising procedures to

operations; prepares memoranda for the 


inistrator informing staff of administrative 

ns and matters of policy; and performs

rvises administrative support activities 


as maintaining files and central records, 

and duplication services, security,

ing of supplies and equipment,


preparation of payroll
or personnel records; and 

collects and supervises the collection and 

preparation of data into reports. 


oct < a 
1 1 3 8 9ApprovalDate jan 2 6 EfectiveDate 


